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HE ever increasing number of N.S.A. members is 
boosting i e circulation of THE NATIONAL 


SECRETARY to an extent necessitating its enlarge- 
ment. We should like to enlarge to a magazine contain- 
ing more pictures, more articles, and attractive covers 
each appropriate to the month of issuance. To accom- 
plish such requires advertising. Perhaps your firm has 
a product it wishes to advertise to secretaries. If it has, 
help your Association to build a better magazine by 
ascertaining your employer’s interest in an advertise- 
ment. National Headquarters would then enter into 


correspondence with him regarding rates. 








ITHIN the next two weeks the president of your 

chapter will receive forms for applying for mem- 
bership in THE ORDER OF THE QUILL. When- 
ever you become eligible to receive (free of charge) 
and to append to your emblem the exquisite little silver 
quill emblematic of this high honor, ask your president 
for one of the forms. Remember that THE ORDER 


OF THE QUILL involves neither fees nor dues, and 
that the requirements are merely that you (1) pass 


a letter writing test, (2) be a member of at least one 
year’s standing, (3) enroll one new member for your 


chapter. 
































S. A. is not a study club. It is an association! 

e Its educational program was not intended for 
group study; instead, it was arranged for individual 
study through a member’s reading it in her leisure 
moments. Group discussions, characteristic of so many 
study clubs and sororities, too often are kindergartenish 
and amateurish. Take a tip from the large universities, 
in which the lecture method prevails. In other words, 
supplement your individualized program of study by 
inviting to your dinner meetings outside speakers who 


have something interesting and instructive to say. 





NCLOSED is a copy of our new standard Installa- 

tion Service for installing officers. It is cut to size 
and punched for easy insertion in your loose-leaf binder. 
Properly staged, it constitutes an impressively beauti- 
ful ceremony which will linger long in your memory. 
It is hoped that every chapter will adopt this installa- 
tion service when inducting its new officers. It is 
the product of ideas submitted by many chapters, 
among whom special credit must be given to Minisa 
Chapter of Wichita, Kansas, and to Hawthorn Chap- 
ter of Springfield, Missouri, for the ideas they con- 
tributed. 
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HE increased cost of transportation makes impos- 
. sible the sending of a registrar to a chapter to add 
members if the chapter is to be paid $3 for each mem- 
ber thus enrolled. The chapter will continue to receive 
the $3 when the new member is enrolled by the 
chapter’s membership committee. When the chapter 
asks for a registrar to do such enrolling, the $3 must 
be applied to absorb part of the registrar’s traveling 
expense and the expense of a reception for prospective 
members. However (except for the $3 for each mem- 
ber actually enrolled) the chapter will not be penalized 
for any deficit resulting from either the registrar’s trav- 
eling expense or the expense of the reception. 











ANY chapters continue to be omitted from men- 

tion in POSTSCRIPTS. The blame falls upon 
the corresponding secretaries, who are lax in reporting 
to National Headquarters the activities of their chap- 
ters. If your chapter is not receiving the recognition 
it deserves in the form of national publicity, ask your 
corresponding secretary to be more prompt and more 
regular in her reports to National Headquarters. The 
most effective means of assuring such recognition is by 
mailing every month to the editor of POSTSCRIPTS 
two copies of your chapter bulletin and two copies 
of every newspaper write-up of your chapter’s activities. 









































BETTER SPEECH 


WHAT'S THE GOOD WORD? 


Toward, Towards: These words are interchange- 
able. Towards is prevalent in British usage; toward 
is more common in American usage, except when 
emphasis is desired. 


Suspicion: This is a noun, not a verb. The verb 
is suspect. Do not say “I suspicioned that she was 
doing it”; instead say “I suspected that she was do- 
ing it.” 

Beside, Besides: Beside means “at the side of,” or 
“to one side of.” Correct: “Stand beside me,” or 
“The house beside the road.” Besides means “in addi- 
tion to,” as for example, “We have wealth and happi- 
ness besides,” or “Besides my family, my friends are 
to be considered.” 


Over with: This is purely a colloquialism for over, 
concluded, ended. The with is entirely superfluous. 
Instead of saying “I am glad that it is over with,” say 
“IT am glad that it is over.” 


People, Persons: In connection with definite num- 
erals, persons is the correct word. For example: “Fifty 
persons died in the accident.” People is correctly used 
as an indefinite subject. For illustration: “The people 
of France.” 


Gotten: This older form of the past participle of 
get is correct when used in the senses become, acquire, 
receive; but not in the senses possess, have. Correct: 
“It is her fault for having gotten herself into that 
position.” 


Aware, Conscious: We are aware of something out- 
side ourselves, but conscious of something inside our- 
selves. Thus we may be aware that our friend is in- 
capable of ptioved Boom a certain task, but conscious 
of our own inability to do the task better. 


Definitely: Too often is this word overused for 
the purpose of giving emphasis or intensity. In most 
instances the synonyms certainly and surely are pref- 
erable. Instead of saying, “She will definitely be 
there,” it is better to say, “She will surely be there.” 





Apparent, Evident: Whatever appears to exist is 
apparent, but only that which can be definitely seen 
or proved to exist is evident. An accused person may 
~ apparently guilty, but only evidence can prove 

im so. 


One: Formerly, grammarians insisted that one be 
consistently used throughout a sentence when one is 
the subject, as “One rarely enjoys one’s dinner when 
one is tired.” Modern usage now sanctions inserting 
forms of the pronoun he, as “One rarely enjoys his 
dinner when he is tired.” 


“HOW DO YOU PRONOUNCE IT? 


Aperitif: ah-pay-ree-teef’, not ah-per’i-tif 
Apparatus: ap-ah-ray’tus not ap-ah-ra’tus 
Appointee: a-poyn-tee’, not a-poynt’ee 

Banzai: bahn-zah-ee’, not bahn’zy 

Bas-relief: bah reh-leef’, not bahs’reh-leef’ 
Bravado: brah-vah’do, not brah’vah-do 
Canape: kah-nah-pay’, not kan’ah-pee 
Chiropodist: :ky-rop’oh-dist, not shih-rop’oh-dist 
Coupon: koo’pon, not kew’pon 
Eczema: ek’zee-mah, not ek-zee’mah 
Expatriate: eks-pay’trih-ayt, not eks-pa’trih-ayt 
Exquisite: eks’kwih-zit, not eks-kwi'zit 


*KEY 


O long (as in note)—oh, oe 
short (as in not)—o 

U long (as in cute)—ew 

(as in rule)—oo 

short (as in mud)—uh 

Y final (as in very)—i 

G soft (as in age)—j 

TH soft (as in father)—th 

N nasal (as in doing)—n 


Along (as in fate)—ay 
short (as in fat)—a 
(as in fall) —aw 
broad (as in far)—ah 
ah as in sodah 

E long (as in beet)—ee 
short (as in bet)—eh 

I long (as in bite)—y 
short (as in bit)—ih 





BUSINESS ETIQUETTE 


IS IT GOOD MANNERS? 


When is a secretary justified in omitting the prefix to her name in signing a business letter? Is she ever 
justified in using only an initial or initials, without any prefix whatever, in connection with her surname? 


The commonsense answer to these questions is: “Will the signature enable the addressee of the letter to 


address her correctly in reply?” 


If she is a single woman, it is not necessary that she prefix “Miss” to her signature, not even in parentheses. 


The obvious assumption is that she is not married. 


If she is a married woman, she cannot expect a reply correctly addressed unless she prefixes “Mrs.” in 
parentheses to her signature. She uses her husband’s surname, but her own given name, not his. 


The custom of some firms who ask a female employee to sign letters with only an initial or initials pre- 
ceding her surname, in the erroneous belief that a letter indicative of a man as the writer carries more weight, 


is a deceitful pomposity on which ethical business frowns. 





| 
| 






































SOME OF THE 100 DOLLS 
DRESSED BY DETROIT CHAPTER 
FOR THE OLD NEWSBOYS’ GOODFELLOWS FUND 


Salt Lake City, Utah—‘Twas two nights after Christ- 
mas when Sal-Ute Chapter was born. A large majority of 
the chapter's 60 members met in the President's Suite 
of the Hotel Utah for the installation ceremony. Regis- 
trar Jean Ward presided. Guest speaker was Mayor 
Earl J. Glade, whose subject was “A Secretary Reflects 
Her Employer.” 

Officers of the chapter are: Peggy Parsons, president; 
Edith Stoddard, vice-president; Grace Drake, correspond- 
ing secretary; Afton Young, recording secretary; Viola 
Martinson, treasurer. 

Lincoln, Nebraska—The corresponding secretary of 
Cornhusker Chapter reports an innovation all chapters 
ought to copy. She has registered her chapter at the 
Lincoln Post Office, thus making possible for any mail 
without any specific address, but intended for the chap- 
ter, to find its proper destination. Thus any member from 
elsewhere while in Lincoln needs only to inquire at the 
post office to communicate with her sister secretaries 
in Lincoln. 

The chapter was host to 25 soldiers from the Lincoln 
Army Air Field at a Christmas dinner and party on 
Monday evening, December 11, at the Y.W.C.A. 

Orange, Texas— Lone Star Chapter has included 
among its war projects the making of “chuckle books” 
for members of the Armed Forces. The first of these 
books, assembled in a very attractive manner, has been 
placed aboard a destroyer built in Orange. 

Members of the chapter entertained their bosses at 
an informal dinner and Christmas party at the Woman’s 
Club on December 11. The room was attractively decor- 
ated with Christmas trees and holly. After the dinner 
Christmas gifts were exchanged and a tap dance was 
prevented by Mary Alice Kallahan. 

Oklahoma City, Oklahoma—THE GUSHER, de- 
pictine on its cover an oil well spouting the licuid gold 
of Oklahoma's vast reservoir of oil, is the attractive name 
given to Redbud Chapter’s new bulletin. The editors 
deserve much praise for the very interesting first issue. 

The chapter's Christmas party was at the home of 
Evelyn Hill on December 20. Games and gifts high- 
lighted the occasion. 

At the December dinner meeting of the chapter eight 
new members were introduced. Jean Robertson, accom- 
panied by Doris Catron at the piano, sang two numbers. 
Meredith Ann Bower gave two readings. 

Me-nphis, Tennessee — General Forrest Chapter’s 
Christmas project for the Armed Forces was the estab- 
Kshment of a Christmas package wrapping bureau at 
the 17SO. Throughout December preceding Christmas 
members served every evening from 6:00 to 9:30 and 
every Saturday and Sunday afternoon from 2:00 to 5:00 
in moking Christmas packages gay with holiday paper 
and bright ribbons for more than 1,000 servicemen. 








Postscripts 





Omaha, Nebraska—Ak-Sar-Ben Chapter’s Christinas 
party was held December 16 at the Regis Hotel. Honor 
guests for the evening were 14 prospective members and 
Jeanne Thom, corresponding secretary of the Sioux 
Chapter of Sioux City. After dinner a comedy play, 
“On the Air,” was presented. Virginia Brewer sang 
several Christmas songs and led the group in carol sing- 
ing. Mrs. Santa Claus, played by Kay O'Connor, dis- 
tributed the gifts. 

Sunday afternoon, January 7, in competition with 
Hawkeye Chapter of Des Moines, the chapter partici- 
pated in the Iowa-Nebraska Quiz Program on Radio 
Station WOW. Ak-Sar-Ben Chapter was the winner, 

Detroit, Michigan—Detroit Chapter’s new officers, 
scheduled to take office this month, are: Dorothy Smith, 
president; Fern Jackson, first vice-president; Florence 
Abramsohn, second vice-president; Pauline Redman, 
corresponding secretary; Addie Fisher, recording sec- 
retary; Alma Christopher, treasurer. 

Joplin, Missouri—With a speech of welcome by the 
Mayor of Joplin, and with Registrars Ann Eaton and 
Zada Massenburg presiding, Ozark Chapter was_ in- 
stalled December 12. 

Officers of the new chapter are: Lucille Johnson, presi- 
dent; Eugenia Turner, vice-president; Kathaleen Hight, 
corresponding secretary; Geneva Tappana, recording sec- 
retary; Lucille Wray, treasurer. 

Sioux City, Iowa—The December meeting of Sioux 
Chapter was in the form of a gay Christmas party on 
December 12 at the Martin Hotel. In lieu of the regular 
formal dinner, a buffet supper was served. 

SIOUX SENTINEL has made its debut as the chap- 
ter’s bulletin, and a clever little bulletin it is! 

Tulsa, Oklahoma—Will Rogers Chapter has scored 
another scoop! Final totals show that in their bond 
booths at the Hotel Mayo and the Hotel Tulsa members 
of the chapter sold war bonds totaling $42,500. 

Armed with their needles, thread, and scissors, mem- 
bers of the Bundles for Britain committee of the chap- 
ter met recently at Helen McCoy's home, where after the 
evening’s work they enjoyed a delicious supper. 

Louisville, Kentucky—December was a busy month 
for Louisville Chapter, starting with a card party, given 
to raise funds for the USO. Part of this money was 
immediately put to use when members served a supper to 
300 servicemen. 

At the Christmas party of the chapter later in the 
month gifts were exchanged and several quizzes were pre- 
sented by the educational committee. 

The chapter was recently honored by being asked 
to participate in the Louisville Women’s Consultation 
on Post-War Responsibilities. 

Miami, Florida—Palms Chapter, N.S.A.’s_ first in 
Florida, was installed on December 2 by Registrar Lucille 
Rippetoe. Its officers are: Agnes Angel, president; 
Louise B. Chester, vice-president; Catherine Ashley, 
corresponding secretary; Dorothy Williams, recording 








secretary; Blanche J. Elmore, treasurer. 

The chapter's Yuletide event was a party at the 
Boulevard Restaurant on December 21. The _ table, 
gaily decorated with bright red lighted Christmas candles 
seated in beds of Florida holly, created an effective 
Christmas atmosphere. Gifts were exchanged by the 
“erab bag” method, following which the group joined 
in singing Christmas carols to an accordion accom- 
paniment by Ronald Angell. 

St. Louis, Missouri— Missouri Chapter’s new officers, 
inducted into office on January 4 at the Camille Tea 
Room, are: Veva Shoemaker, president; Georgiana 
Meyer, vice-president; Paula Kueffer, corresponding sec- 
retary; Joan Ross, recording secretary; Rose Dooley, 
treasurer. 

Forest Park Chapter’s Christmas dinner party was 
held at the Rose Bowl, one of St. Louis’ delightful 
Southside restaurants, on December 14. A_ delicious 
turkey dinner was followed by a program of entertain- 
ment and distribution of gifts. 

St. Louis Chapter’s Christmas party was held in the 
Tower Room of the Congress Hotel on December 13, 
high above the city’s myriad lights sparkling like Christ- 
mas trees below. At the party these new officers were 
installed: Amie Reiss, president; Hazel Smith, vice- 
president; Antoinette Pernoud, recording secretary; Sue 
Urival, corresponding secretary; Eleanor Nolte, treas- 
urer. 

Santa Barbara, California—Fiesta Chapter entertained 
at a Christmas party on December 28 in the dining room 
of the Lobero Hotel. Poinsettias and attractive favors 
graced each plate. The spirit of Christmas filled the 
room, 

At the regular monthly dinner meeting preceding 
this event, the guest speaker was Lt. J. J. O’Brien, of 
the Santa Barbara Police Department, who spoke on 
“Opium and Narcotics,” from which members learned 
much concerning the uses, forms, and effects of several 
kinds of drugs. 

Cheyenne, Wyoming — Editors Faye Manning and 
Vivian Blanken have made THE INDIAN PAINT- 
BRUSH, Great Plains Chapter’s bulletin, one of the 
most artistic among all the bulletins of N.S.A.’s many 
chapters. 

Meeting for the first time since their installation, 
members of the chapter gathered in the Wyoming Room 
of the Plains Hotel on December 14 for a delicious 
turkey dinner, at which plans were made for the chapter's 
program for 1945. 

Birmingham, Alabama—At Bir-La Chapter’s Christ- 
mas party early in December, four new members were 
introduced, gifts were exchanged, and Maxine Lane, 
president of the chapter, was congratulated on her elec- 
tion as secretary of the Inter-Club Council of Birming- 
ham. 

Des Moines, Iowa—Donnabelle Smith, Hawkeye Chap- 
ter's efficient recording secretary, has become a regis- 
trar. Donnabelle is now organizing a chapter in Rock- 
ford, Illinois. 

At the Christmas party of the chapter a tasty dinner 
was served by candle light, following which was a distri- 
bution of “nutty sisters” gifts. Maxine Maxon enacted 
the role of Santa Claus. 

Colorado Springs, Colorado— THE COG ROAD, 
Pike’s Peak Chapter’s clever bulletin, reports efforts to 
help National Headquarters to contract with several 
resorts in the Colorado wonderland. If successful, these 
resorts will be announced in an early issue of THE 
NATIONAL SECRETARY. 

Shreveport, Louisiana—A recent social activity of Peli- 
can Chapter was a delicious buffet supper served in the 
home of Louise Kausler and Anna Nicholson. At this 
event eight new members were introduced and the 
chapter’s new officers were installed. 

In a poinsettia and holly setting the chapter’s Christ- 
mas party was held at the home of Hallie Mills. On 
the festive Christmas board tall red tapers burned from 
crystal candelabra. The centerpiece was a lovely arrange- 
ment of pine cones and berries. All gifts on the tree 
were toys, which later were presented to the Salvation 
Army for distribution. 

Austin, Texas—Ornith Chapter’s assignment by the 
women's division of the War Finance Committee in the 
recent Sixth War Loan Drive was a campaign among 
Austin’s 30 florists and 12 antique dealers. As a result, 
the chapter sold “E” Bonds to the extent of $2,770.75 
(cost price). The campaign was under the direction of 





Evelyn Earnest, assisted by Berniece Swanson and 
Jackie Morris. 

Jefferson City, Missouri—Show Me Chapter was in- 
stalled in Missouri's capital city on December 5 by Regis- 
trar Frances Nuzum. Selected to guide the young chap- 
ter’s destiny in its formative period were: Virginia 
Stewart, president; Eulah W. Shields, vice-president; 
Frances Hartsell, corresponding secretary; Alvera 
Hughes, recording secretary; Lucille Brockman, treas- 
urer. 

Wichita Falls, Texas—Nu-Sak-An Chapter’s December 
dinner and business meeting was held on December 12 
when eight new members were greeted. After a delicious 
meal prepared by Opal Dillingham, the group went down 
to the large game room and sat around a big log fire 
for the business meeting, at which Nell Cowart led 
discussion of letter writing. 

Nashville, Tennessee—Nashville Chapter’s December 
13 dinner meeting was highlighted by three events: an- 
nouncement that the chapter had sold $32,600 worth 
of war bonds in the Sixtk War Loan Drive; each mem- 
ber’s receipt of a Christmas gift from her secret pal; 
and the annual election of officers. 

The chapter’s new officers are: Rose Stevens, presi- 
dent; Lillian Campbell, vice-president; Ruth Parks, 
recording secretary; Doris Guiles, corresponding secre- 
tary; Evelyn Stephenson, treasurer. 

Port Arthur, Texas—Always in the forefront of proj- 
ects both civic and national, Woodworth Chapter is tak- 
ing an important part in the March of Dimes sponsored 
by the National Foundation for the Prevention of In- 
fantile Paralysis. Willa McDade is chairman of the com- 
mittee assigned to this project. 

THE BELLE RINGER, the chapter’s new bulletin, 
has made its appearance. It is one of the best! 

St. Paul, Minnesota—Around a horseshoe-shaped table 
29 members of St. Paul Chapter gathered for the annual 
Christmas party. Each place was set with an individual 
candle, matches in silver covers initialed “N.S.A.,” and 
a starry cup with nuts and candy. Following the light- 
ing of the little candles and the singing of “Silent Night,” 
Kora Roberts gave the Invocation. A delightful dinner 
and merry games convinced the chapter’s many new 
members that genuine comradeship awaits them in 


N.S.A. 
hd 


MISSOURI CHAPTER (St. Louis) 


Recruiting for Women’s Marine Corps Reserve. (Left to 
Right) Veva Shoemaker, Sgt. Yerington, Constance Glaser. 
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INSTALLATION OF OFFICERS 


(Speech of Mistress of Ceremonies) 


(Addressing Chapter): ‘This ceremony is no mere bit of club routine to be endured for the 
moment and then lightly dismissed. It is a solemn and impressive occasion during which each of 
us pledges herself to the ideals and purposes of N.S.A. 


When you joined this Association you agreed to add your time, your energy, and your thought, 
to the collective will of other secretaries throughout the nation, recognizing that only through co- 


operation can we achieve our goal. 


(Addressing Officers, who are seated to right of Mistress of Ceremonies): Upon you officers 
rest real and challenging responsibilities. Your chapter looks to you for successful execution of 
N.S.A.’s three-fold program—social activities, educational benefits, and protective features. 


The Rainbow has always been a symbol of hope and bright future. This explains why our 
installation of officers is a symbolic candle lighting ceremony. These officers are lighting a new 


Rainbow for the days ahead. 


This large white candle is a symbol of the NATIONAL ASSOCIATION, from which we 
receive our inspiration, instruction, and guidance, in the same manner that the smaller colored 
candles receive their light from the larger one. (At this point officers are asked to stand.) 


(Addressing President by name): To you has been given the highest honor members of your 
Chapter can bestow. By naming you President they have conferred on you the leadership of the 
Chapter. Your obligation is to preside at all meetings, to appoint all committees, and to serve as 
chairman of the Executive Committee. Do you accept these tasks and promise to fulfill them to the 


best of your ability? (President answers, “I do.”) 


As a token of your pledge, | now ask you to light the white candle. White is a mixture of all 
the colors of the Rainbow; thus it svmbolizes to the President a combination of duties. 


(Addressing Vice-President by name): You must be ready at any time to assume temporarily 
the duties of the President. As Vice-President, your obligation is to be hostess at all social gather- 
ings and to serve as chairman of the Social Committee. Do you accept these tasks and promise to 
fulfill them to the best of your ability? (Vice-President answers, “I do.’) 


As a token of your pledge, I now ask vou to light the red candle, to symbolize the courage 


expected of you as next in authority. 


(Addressing Corresponding Secretary by name): You are the custodian of the Chapter’s cor- 
respondence. As Corresponding Secretary, it is your duty to conduct correspondence with members 
and National [leadquarters and to serve as chairman of the Publicity Committee. Do you accept 
these tasks and promise to fulfill them to the best: of vour ability? (Corresponding Secretary answers, 


“IT do.) 


(Continued on other side) 





(Continued from other side) 


As a token of your pledge, I now ask you to light the green candle, symbolizing that you will 
keep fresh and new the reports of the Chapter’s activities. 

(Addressing Recording Secretary by name): In the role of Recording Secretary, you are re- 
sponsible for keeping accurate records of the proceedings of the Chapter. You are to compile a 
scrapbook chronicling the Chapter’s history and to serve as chairman of the Membership Commit- 
tee. Do you accept these tasks and promise to fulfill them to the best of your ability? (Recording 


Secretary answers, “I do.”) 


As a token of your pledge, I now ask vou to light the vellow candle, symbolical of the record 
of the golden deeds you are to keep. 

(Addressing Treasurer by name): The obligation of guarding the Chapter’s funds is yours. 
As Treasurer you are to collect whatever local dues are assessed and are to serve as chairman of the 
Employment Committee. Do you accept these tasks and promise to fulfill them to the best of your 
ability? (Treasurer answers, “I do.”’) 

As a token of your pledge, I now ask vou to light the blue candle in symbolism of truth and 
honesty. 

(Addressing Chapter, with the electric lights extinguished at this moment and only the five 
candles illuminating the room): You have heard these officers pledge themselves to their duties. 
Do you now pledge to them your loyalty and active assistance in the fulfillment of their important 
tasks? (Membership answers, “We do.”) Therefore, I hereby pronounce them the dutly installed 
officers of this Chapter of the National Secretaries’ Association and ask them to assume their duties. 

As the glorious Rainbow has no end, so may the future of this Chapter be of increasing joy 
and benefit to all of us, to this community, and to our sister secretaries everywhere! (One im- 


pressive moment's pause before the electric lights are turned on.) 


bt 


The candles are placed on a table covered by a white cloth, the large white candle 


in the center and the four small colored candles two to each side of the larger one. 
The crimson and gold N.S. A. banner forms the background. 


If it is a new chapter being formed, the Mistress of Ceremonies is the Registrar from 


National Headquarters. If it is an established chapter installing new officers, the 


Mistress of Ceremonies is the retiring President. 
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THE 


LETTER CLINIC 


Conducted by Atine E. Hower 


WHEN THE REPLY MUST SAY “NO” | 


When you receive a letter, what happens? 


Your first burning question is, “Who sent it?” The 
envelope usually tells you. 


Then you wonder, “Is the news pleasant?” 


Quickly your eye seeks the opening of the letter! 
And what does it often find? Something like this, 
“Replying to your letter of August 29, in which you 
have inquired about repairs to your coat, we wish 
to state, etc.” 


There you have a bromide of the first order. It 
puts the mind to sleep the minute the eye passes 
over it. What a waste, considering that, like the 
headline in a newspaper, the opening of the letter is 
the most emphatic spot. 


You will recall that Woodrow Wilson won the 
Presidency of the United States through his message 
to Mr. Bryan which started, “You are quite right.” 


Reassurance First 


Suppose Mr. Wilson had not wished to agree with 
Mr. Bryan. Would his opening have been a “star,” 
bright and pleasing, if he had said, “I do not agree 
with your views”? 


There are times, when, instead of giving the big 
news in the opening, we do better to lead into it. 


When our answer is to be “no,” we make a more 
pleasing impression by using the strong opening space 
to reassure the reader, commend him for his prompt- 
ness in reporting some difficulty; explain some action 
taken in his behalf, or any point of information that 
is likely to be pleasing. From then on, we outline the 
circumstances which led to our decision so that his 
mind can have all of the facts before the refusal. 


Wartime conditions have presented unusual prob- 
lems to letter writers. Instead of trying hard to 
invite new business, many firms have to decline it. 
The leading-in method serves admirably in a case of 
this kind, where you do not want to start a letter, 
“We cannot accept your business.” Here is a letter 
to a very large and important prospective customer 
which handles such a situation pleasingly: 


Saying “No” Invitingly 


Thank you for your order No. 7,088 of August 
10 for various items of merchandise. 


We sincerely appreciate this opportunity to 
serve you, and should like nothing better than 


to get this order off to you very promptly. We 
are handicapped by not having several items in 
stock and by our inability to get them. 


Further, in view of the present difficulty in 
obtaining new stocks, we have found it neces- 
sary to arrange quotas for our long-time customers. 
These quotas are filled for some months ahead, and 
we hesitate to suggest delaying your order until 
present orders on hand are even partially filled. 


May we have a rain check when the present 
situation has become more normal? We should 
like very much indeed to have your business. 


That letter makes the reader feel welcome. How 
we all enjoy going where we are wanted! The day 
is almost sure to come when the firm will be able 
to handle and want the prospective customer's business 
very much. 


When you use star openings for your letters, what 
happens to “replying to your letter,’ “we acknowl- 
edge receipt of your letter,” “referring to your inquiry,” 
and the like? They disappear! There is nothing 
bright, sparkling, pleasing, or even to the point about 
such openings. 


Discarding them does not mean discarding neces- 
sary reference data, the date of a preceding letter, the 
subject, an order number, or other details. Could 
Woodrow Wilson have used a star opening to William 
Jennings Bryan and also have included the date of 
Mr. Bryan’s inquiry? Yes. His opening then would 
have been worded something like this: “You are quite 
right in your message of June 7.” 


Weave It In 


Using a star opening, the letter weaves in the 
date or other reference incidentally, “The situation 
mentioned in your letter of August 15 is being care- 
fully watched. 


May a letter start with a question? Yes, when this 
is logical. A question is thought provoking. Avoid 
a lack of tact, “Why haven’t you answered my letter 
of August 18?” But don’t hesitate to say, “May I 
now please have an answer to, etc.?” 


As your letter unfolds before the reader’s eye, re- 
member, he looks first at the opening. Here is your 
big opportunity. Get off on the right foot! Open 
with your star! 





Aline E. Hower, nationally known Letter Counselor of the HOWER LETT. ER IMPROVE- 
MENT SERVICE, is the author of the interesting series of twenty-six articles on Letter Writing 
which recently appeared in the Christian Science Monitor, to whom credit is given for reproduction 
of the article above. Miss Hower, who has recently been appointed Letter Writing Counselor 


for N.S. A., will be glad to answer free of charge any N. S. A. 





pertaining to 


$q t 
letter writing. Merely address your questions to her at 6321 Natural Bridge Road, St. Louis 20, 


Missouri. 





PERSONALITY DEVELOPMENT 


CHEERFULNESS 
by H. Rosinson Surpuerp, Px.D., Lrrr.D. 


Here again, all the world seems divided into two 
groups: the Cheerful Charlies and the Godfrey 
Glooms. The cheerful ones say, “All is for the best 
in this best of all possible worlds.” The gloomy ones 
retort, “Face the facts. Look at the suffering and 
misery and crime everywhere.” Which is right? 

Nobody wants to be a silly Pollyanna; yet it is a 
fact that cheerfulness is quite as infectious as the 
measles, and that everyone is happier around a cheer- 
ful person. It is possible for a sensible grown person 
to be cheerful in suffering and disaster; and it is 
certain that that person is a blessing to everyone else. 
Remember the cockney who quipped about the fine 
fresh air when a bomb blew out the windows? That 
wasn’t silly—that was brave and helpful. 

There is, practically always, a bright side; the cheer- 
ful person knows it, and deliberately chooses it. He 
sees the black side, and he doesn’t like it; therefore 
he turns to the side he can like. The slums of Chicago 
were burned out by Mrs. O’Leary’s cow; the slums 
of London were blasted out by Goering’s bombs—and 
with them a lot of British snobbishness, that had re- 
sisted every other attack. The fire and the bombing 
were both terrible catastrophes; yet nothing was to be 
gained afterward by wringing the hands and beating 
the breast. The cheerful person says, “Maybe some 
good can be found; let’s look for it.” Joseph, in jail, 
put himself to work to make the best of an unques- 
tionably bad situation; and became, because of his 
continued effort, the first (perhaps the greatest) ad- 
ministrator of national famine relief. There’s no 
foolishness in the old saw, “It’s an ill wind that blows 
nobody good.” The flood that washed out the Cali- 
fornia farmer's crops washed down onto his land a 
crop of pecans that brought him more money than 
he had ever had from his own crops. 

Death is the thing everybody is supposed to be 
mortally afraid of—even those who profess to believe 
in heaven. Yet we know that death is often a blessed 
release; and many men and women in dying have 
reached a height of nobility they never attained in 
living. Samson, for instance; whose life was seldom 
anything to brag about; but his death was so splendid 
that his father could say, 

“Nothing is here for tears, nothing to wail 

Or knock the breast; no weakness, no contempt, 
Dispraise, or blame; nothing but well and fair, 
And what may quiet us in a death so noble.” 

These are the kinds of things the cheerful person 
knows; and knowing them, sets himself resolutely to 
find the good the gods provide—sure it is there if he 
looks far enough. Kicks always hurt; but you and I 
have been kicked upstairs. The cheerful man does 
face the facts; but he knows that in any hard situation 
there may be pleasant facts too. Disliking the un- 
pleasant ones intensely, and finding nothing to be 
done about them, he turns his back on them; and 


determines to find the pleasant ones, use them, 
capitalize them, and through them get back his serenity 
and his courage. 

Those doomed marines on Wake Island may well 
have talked, in their last quiet moments, about Christ- 
mas at home, and dates with “dames.” Were they 
fools? You and I think not. 

The cheerful person seems to be wise and happy. 
He enjoys the rose without grousing about the thorns. 
Do you look on the bright side? 


1. Your Treasure-Hint for Words about Cheer- 
fulness—Look about in your vocabulary for cheering 
words—such as these: 

hearten, heartening 
courage, courageous 
encourage, encouragement 
hoping, hopeful, hopefulness 
sanguine 

trust, trustful 

confidence, confident 

fai 

reassure, reassurance 
belief, believing 
buoyancy, buoyant 
optimism, optimistic 
expectant, expectancy 
take heart 

be of good cheer 

2. Make Sentences about Cheerfulness—Let no 
day go by by without adding one or two to these 
statements about cheerful people: 

“No one could stay gloomy in his presence.” 

“She radiated buoyancy and good cheer.” 

“Their hopefulness swept away our gloom as 
the morning sun dispels the fogs of night.” 

3. Read This Book.—Osa Johnson might have con- 
sidered herself a bitterly disappointed woman. She 
wanted above all things a cottage home, with a white 
fence, flowers, and children. She got none of these 
things; but long voyages to distant places, and a life 
spent among savage beasts and barbarians. Yet read 
her story, I Married Adventure. It radiates her sunny, 
happy disposition and unfailing good cheer. The 
corners of her pretty mouth were always turned up! 

4. Your Other Reading.—Make it your habit to 
have by you your favorite pieces in Mark Twain, Irvin 
Cobb, fenchley, Stephen Leacock, Lewis Carroll, 
W. W. Jacobs, Mr. Dooley; and try to find time to 
read one a day—to keep the doctor away. For quieter 
cheerfulness, read David Grayson—The Friendly Road, 
Adventures in Friendship, Adventures in Contentment. 

5. Your Letters—The best letters are better for 
being cheerful, pleasant, in their tone and manner and 
expression. Where you may properly do so, unbend 
from your stiff, formal manner. Good sales letters and 
collection letters are often bright and cheerful. And in 
your friendly correspondence, make it your habit to 
retail the gay and jolly things that made fun and 
laughter. Keep your mouth-corners turned up too. 


What sunshine is to flowers, smiles are to humanity. 


—Addison. 





